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1. lean u 3agaun AUCHUATIHMHBI
1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:

1.2 Tumbl 3amad mpodecCHOHATBHOW JEATETLHOCTH, K KOTOPBIM TOTOBATCS OOydYaroluecs B paMKax
OCBOEHUS JUCLUIIINHBI:

- HAy4YHO-UCCJIEA0BATEIbCKHI

- megarorudyecKui

1.3 JlucumrinHa OpUEHTHPOBAHA Ha MOATOTOBKY OOydYaroHIMXCsl K Mpo(ecCHOHaIbHOM AEATEIbHOCTH B
cpepe: 01 OOpazoBanue u Hayka (B cdepax: peanuzalmu o0Opa30BaTEIbHBIX HPOTPaMM CPEIHETO
npoeCCHOHAIILHOTO 00pa30BaHus, BBICHIETO 00pa30BaHUs, JONOJIHUTEIBHBIX MPOPECCHOHAIBHBIX
MpOTrpaMM; HAyYHBIX HCCICOBAHUI)

1.4 B pe3ynbTare 0CBOCHHS JUCHUIUIMHBI y 00YYarOIUXCs TOJKHBI OBITH C(OPMUPOBAHBI:

Kon n HammenoBaHue
xommnereniuu ®I'OC BO,

O06001TIeHHBIEC TPYIOBEIC
(yHKIMH / TPYAOBBIC

(YHKIMY / TPYAOBBIC HIIH

HEOOXOOUMOH IS

MHankaTtopbl JOCTHKEHUS] KOMIIETEHIIAM

npodeccruoHaIbHEIC (hopMHpOBaHUS TPYIOBOTO
nercTBus (MIpH HAUTHIAH WIH PO eCCHOHATBLHOTO
npodcTangapra) TEHCTBUS

1.5 CornacoBanue MEXAUCITUTUTMHAPHBIX CBA3EH MUCIUTIINH, 00€CIIEYNBAIOIINX OCBOCHUE KOMITCTCHIIHI:

2. MecTto nucuuiuiaabl B cTpykrype OII 0akasaBpuara:

JucuunnuHa «OCHOBBI yIPaBIeHUS JTOKyMEHTAlUEH» OTHOCHUTCS K 00s3aTesIbHOM YacTH y4yeOHOro miiaHa
OII mo Hanpasnenuto noAarotoBku 47.03.01 - dunocodus.

Jucuuninuza « OCHOBBI yIPaBICHUs JOKYMEHTALUEN) U3y4aeTCs B CEMECTPE.

3.00beM u conepxaHue TUCUUILIUHBI
3.1.00beM OUCLMILUINHEL:

Bun yueOHo# paboThI
OO0mas Tpyn0éMKOCTb 1M CHUILTHHBI

3.2.Conepxanue Kypca:

No Haspanue DOopMBI TEKYIIETO
TEMBI paszena/TeMsl KOHTPOJIA
2 cemectp
1 Tema 1. JlokymeHT B ITonroroBka
CUCTEME IIEKTPOHHON
yIPaBICHUS IIpEe3EHTALUN




2 Tema 2. [TpaBuiia peuieHue
JOKYMEHTHUPOBaHUS KOHTEKCTHBIX,
yIpaBIEHYECKON CUTYaIIMOHHBIX
NESITENIBHOCTH 3a1a4

(Bemmonuenue
MPaKTUYECKUX
3aJlaHul); pelIeHne
KOHTEKCTHBIX,
CUTYalIMOHHBIX
3a1a4
(Bemmonuenue
MPaKTUYECKUX
3aJlaHul); pelIeHne
KOHTEKCTHBIX,
CUTYalIMOHHBIX
3a1a4
(Bemmonuenue
MPaKTUYECKUX
3a/1aHHi )

3 Tema 3. pelieHne
OpranuzalnoHHbIE, KOHTEKCTHBIX,
pacnopsiAuTEIbHbIE CUTYalIMOHHBIX
u 3a1a4
uHpopmanmonHo-cu |  (Bemonnenue
paBOUYHbIE MPaKTUYECKUX
JIOKYMEHTBI 3aJlaHui); pelIeHne

KOHTEKCTHBIX,
CUTYalIMOHHBIX
3a1a4
(Bemmonuenue
MPaKTUYECKUX
3a/1aHH )

4 Tema 4. Cucrema [ToaroroBka
yIPaBIICHUS JoKJIaaa
JIOKyMEHTaMH B
Poccun

5 Tema 5. [ToaroroBka
Opranunzanus IIEKTPOHHON
JTOKyMEHTO00OpoTa IIpE3EHTALUU

6 Tema 6. Xpanenue pelieHue
JIOKYMEHTOB B KOHTEKCTHBIX,
OpraHu3aluu CUTYaI[MOHHBIX

3a1a4y
(Bemonuenue
MPAKTHYECKUX
3a/IaHHM ),
BricTymenue ¢
JTOKJIaJIOM

Tema 1. Tema 1. JlokymeHnT B cucreme ynpasJjenus (YK-6)
Jlekumus.

Jokyment, ero ¢yaknuu. Krnaccuduxamus mokymeHTtoB. CBoiicTBa JokyMeHTa. JlOCTOBEpHOCTh U
IopuAnYecKas cuia o(UIraIbHOrO JOKYMEHTA.

IIpakTnyeckoe 3ansATHE.



1. Yro Takoe «JOKYMEHT» U KAKOBBI €T0 OCHOBHBIE XapaKTEPUCTUKU?
2. B yeM coCTOUT cofep kaHue yIpaBICHHS JOKYMEHTaMM ?
3. B ueM cocToAT O0SI3aHHOCTH M TIOJIHOMOYHS B 00JACTH YNPABIECHUS JOKYMEHTAMH PAa3IUYHBIX TPYTII
COTPYIHUKOB OpraHu3anuu’?
4. Yto TaKoe «cucTeMa ynpaBJieHHUs JOKyMEHTaMW» U KaKUMHU CBOMCTBaMHU OHA JIOJKHA 00J1a1aTh?
5. KakoBbl (hyHKIIMM CHUCTEMBI YTIPABICHUS TOKyMEHTaMuU?
6. Kakue TpeOoBaHus IPEABABISIOTCA K CUCTEME YIIPABICHUS JOKyMEHTaMu?
3aganus 1J151 CAMOCTOSITEIbHOM PadoThlI.
IToaroroBka mpe3eHTanuu 1o TeMe

Tema 2. Tema 2. [IpaBuiia JOKyMEeHTHPOBAaHUS yIIpaBiaeH4YecKoil gesaTeabHocTH (YK-6)
Jleknus.
OOm1ast XapakTepUCTHKa HOPMAaTUBHO-TIPABOBOM 0a3bl JOKYMEHTHPOBAHUS yIPaBICHUYECKON EATETbHOCTH.
[Tonsatus "pexBu3ut" u "dopmynsip" nokymenra. IIpaBuna odopmieHuss peKBU3UTOB. biaHk JOKyMeHTa.
Busl GaHkoOB.

IIpakTnyeckoe 3ansATHE.

OdopmieHne peKBU3UTOB B COOTBETCTBUHU C TPEOOBAHUSAMU TOCYAapCTBEHHOTO CTPaHAapTa
3aganus 1J151 CAaMOCTOSITEJIbHOM PadoThI.

OdopmieHre peKBU3UTOB B COOTBETCTBUHU C TPEOOBAHUSAMU TOCYAapCTBEHHOTO CTPaHAapTa

Tema 3. Tema 3. OpranuzaumoHHble, pacCHOPsiANTEIbHbIe  HHPOPMAIIUOHHO-CIIPABOYHbIE
nokyMeHThI (YK-6)
Jlekumus.
OcHOBHBIE BHJIBI OpPraHM3allMOHHBIX JOKYMEHTOB. [logroroBka mrarHoro pacnucanus. Buubl
pachopsSAUTENbHBIX JOKYMEHTOB, X CTPYKTypa u odopmieHue. Buabl u odopmieHrne mpoTOKOIOB U
akToB. OCHOBHBIE BUbI IEPEITUCKH.

IIpakTH4eckoe 3aHATHE.
. [TogroroBka 1OMKHOCTHOM MHCTPYKITUH.
. Ilonroroska npukasa.
. [TogroroBka pacnopsiKeHUSI.
. Ilonroroska perieHus.
. [TogroroBka npoTokoa.
. [logroroBka axra.

~N N L kW -

. IloaroroBka nmucbMa
3ananus AJ51 CAMOCTOSITEILHOI padoThI.
[TonroroBka pa3TUYHBIX BUIOB JOKYMEHTOB

Tema 4. Tema 4. Cucrema ynpasiaeHusi 1okymenTamu B Poccun (YK-6)

Jlekumus.
OcHOBHBIE YpPOBHU ympaBleHHUs JIOoKymMeHTaMu B Poccum: QenepanbHbiii, ypoBHS CyObekTOB PO,
MYHHIMIAIBHBIA, YpOBeHb opraHu3auuu. OpraHuszaliioHHash CTPYKTypa CIy»KObl JTOKyMEHTalMOHHOTO
oOecrieueHrs yIpaBJICHUs B OpraHu3anusx paszHoro ypoBHs. Dopmbl opranmzanuu JIOY. JlokanpHas
HOpMaTHBHas 0a3a ynpaBieHUs JOKyMeHTaMu B opranu3amuu. [lonoxenue o cimyx6e JIOY. Pernamenranus
NEeSATETLHOCTH paOOTHUKOB cITy>k0b1 JJOV.

IIpakTnyeckoe 3ansATHE.
5. YcTaHOBUTE KOJ OpPraHU3aI[IOHHO-TIPAaBOBOM (pOpMBI a) TOBapuIlecTBa COOCTBEHHUKOB XHibs, 0) OAO,
B) O0O0.
Pa3zpaboraiiTe mepedeHb HOPMATUBHO-TIPABOBHIX akToB 1m0 JIOY HE0OXOMUMBIX MJsi OpTraHU3AIHNH
JEeSATENIbHOCTH KAHIENSPUH a) 00pa3oBaTeNIbHOTO YUYPEXKIEHHUs, 0) MPOMBIILICHHOTO TPEANPUSATHUS,
BKITIOYATOIIHIA YeThIpe OJIOKa:



- (enmepanbHbIC 3aKOHBI,

- MEXXOTPACIIeBble HOPMAaTUBHO-TIPABOBBIC AKTHI,

- OTpaciieBble HOPMATUBHO-TIPABOBBIE AKTHI,

- JIOKaJIbHbIE HOPMATHUBHO-TIPABOBHIC AKTHI.
3ananus AJ51 CAMOCTOSITEILHOI padoThI.

PazpaboraiiTe mepeueHb HOPMATUBHO-TIPABOBBIX akToB 1o JIOY HEOOXOmUMBIX [JIsi OpraHU3aIUH
NESATEIPHOCTH KaHUEISIPUU a) O00pa30BaTENbHOTO YUYPESXKACHHs, 0) NPOMBIIIICHHOTO MPEINPHUSITHS,
BKJTFOYAFOIIIHI YeThIpe OoKa:

- (hemepasibHBIC 3aKOHBI,

- MEXKOTpPACJICBbIE HOPMATHBHO-TIPABOBHIC aKTHI,
- OTpaciieBble HOPMATUBHO-TIPABOBBIC AKTHI,

- JIOKaJbHBIC HOPMAaTHUBHO-TIPABOBBIC AKTHL.

Tema 5. Tema 5. Opranuzanust 1okymenroodopora (YK-6)

Jlekumus.
[TonstTe nokymeHTooOOpoTa. XapaKTEPUCTUKH JOKYMEHTO00opoTa. OCHOBHBIE IMOTOKU JIOKYMEHTOB.
OKcneAUIMOHHas 00paboTka BXOISAIIMX JOKYMEHTOB. llpeaBapurenbHOe paccMOTpeHHE JOKYMEHTOB.
O6paboTka ucxomsmux JoKymeHTOB. [logcuer m onTuMuzaiust JoKymMeHTooOoporta. [IpaBmia u ¢GopMbl
peructpanuu J10KyMeHTOB. llenn um ypoBHH KOHTpOJis HcHONHEHHUA. CpOKHM HCHOJHEHHS JTOKYMEHTOB.
[TocTaHOBKa TOKyMEHTA Ha KOHTPOJIb U CHATUE C KOHTpois. HomeHkatypa fnen opraHu3anuu. JKCrepTusa
LEHHOCTH JJOKYMEHTOB.

IIpakTH4Yeckoe 3aHATHE.

1. Ha ocHOBe nM3y4eHus HHCTPYKITUH TIO JIETTOTIPOU3BOJCTBY KOHKPETHOM OpraHU3aluy pa3padoTaiTe cxemy
MapIUIPyTU3aLUU BXOJSALINX, UCXOASIINX, BHYTPEHHUX JTOKYMEHTOB B HEMl.

2. Ha ocHOBe JaHHBIX U3 KypHAJIOB PETUCTPAIIUH BXOASIINX, HCXOSIINX, BHYTPCHHUX JOKYMCHTOB
COCTaBBTE CIPaBKy 00 00beMe JOKYMEHTO0O0POTa 3a MECHII, KBapTall, Tl

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
COCTaBBTC oneporpaMMy ABUXXCHUSA BXOIAIINX U UCXOOAIITUX IIOKYMCHTOB OpFaHI/ISaI_[I/II/I.

Tema 6. Tema 6. Xpanenue 1okymMeHTOB B opranusanuu (YK-6)
Jlexknus.
ITonroroBka nen k nepexaye Ha apxuBHOe XpaHeHue. llonsatue onmcu. MeToaukyu apXMBHOIO XpaHEHMS
JOKyMEHTOB. TpeOoBaHMs K OOECHEYCHHMIO COXPAHHOCTH JIOKYMEHTOB. YHHUYTOXXEHHE JOKYMEHTOB C
HUCTCKIINMMHU CPOKAMHU XPAHCHUS.

IIpakTnyeckoe 3ansATHE.
CocraBbTe OJIOK-CXEMY alNToOpUTMa pa3pabOTKH HOMEHKIIATYPBI Je]l OpraHU3aI|H.
OnummTe NOCIeI0BATEIbHOCTD 3TAIIOB COCTABIICHUS HOMEHKJIIATYPHI JIeJT TIOApa3AeICHHUS.
3ananus AJ51 CAMOCTOSITEILHOI padoThI.

Pa3zpabotaiiTe HOMEHKIATY Py AEI Il HEOOIBIIONW OpraHu3aIiii, 3aHUMAFOIICHCS peKITaMHOM
NeSITeNIbHOCTBIO, B KOTOPOU HET BHYTPEHHHUX OTIEINIOB, a MPOU3BOACTBEHHbIE (DYHKIIUU 3aKpPEIICHBI 32
OTAENIbHBIMU COTPYAHUKAMH.

4. KoHTpO/Ib 3HAHUI 00yYAKOIIMXCS U THIIOBbIE OLIEHOYHbIE CPeACTBA
4.1. Pactipenenenue 6amios:

2 cemecTp
*  TEKymui KOHTPOJb — 80 OamioB
*  KOHTPOJIBHBIEC Cpe3bl — 2 cpe3a mo 10 6amnoB KaKabIi
* mpeMuasbHBIC OauTel — 20 6aioB



Pacrnipenenenne 6aioB 1mo 3aJaHusIM:

No |HazBanue tembl | @opmbl Max. Mertonuka npoBeJAeHUs 3aHITUS U OIIEHKU
Te | /BHUI y4eOHOH |TEKylIero | KOJI-BO
MBI paboTsI KOHTpOJsl | Oamos
/ cpe3bl
1. Tema 1. IToaroros 10 10-8 0GamroB — Tpe3eHTamMsi COOTBETCTBYET TEME€, CTPYKTypa H
JloxymeHT B Ka odopmIieHIEe 0TBEYAET BBHILIETIEPEUNCICHHBIM TPEOOBAHUSM, CTYICHT
CUCTEME 3JIEKTPOHH cBOOOMHO  BNAjeeT MarepualioM, JIEMOHCTpUpPYeT TiIyOoKue,
YIpaBIeHUS oM CHUCTeMaTH3UPOBAaHHBIE 3HAHUS, CBOOONHO OTBEYaeT Ha BOIIPOCHI
Mpe3eHTaIll UCTIONB3YS TPOECCUOHATBHYIO TEPMUHOIOTHIO
uu 7-5 0amioB — TIpe3eHTAIMsI COOTBETCTBYET TEME, CTPYKTypa H
opopmiieHHE B  OCHOBHOM  OTBEYAeT  BBIIICTIEPEUNCICHHBIM
TpeOOBaHUAM, CTYIACHT BJIaJEET NPEACTABIECHHBIM MAaTEepHAIIOM,
OTBEYAET Ha 3a/IaHHBIE BOIPOCHI
4-3 Oamna — B CTPYKType W O(GOPMIICHHM MPE3CHTAIUH HMEIOTCS
HeAOpabOTKH, Marepuajg TMpPEACTaBI€H B  TMpe3eHTAllMh  He
paIoHaIbHO, MAJIO WIUTIOCTPATHBHOTO MaTepuaia, CTYICHT BIaJeeT
HETIOTHON WH(pOpMAaNUeH 10 TeMe, 3aTPyNHSIETCS C OTBETaMH Ha
3aJlaBaeMbI€ BOTIPOCHI
2 Oamna - B CIPYKType M O(QOPMIICHUH IPE3CHTALMH HMEIOTCS
HeOpaOOTKH, MaTephasl MPEACTAaBIIEH CIUIOIIHBIM TEKCTOM, Mallo
WJUTIOCTPATHBHOTO MaTepuraja, CTyIeHT ci1abo BiaaeeT nHpopMarien
0 TeMe, TMpH OTBET€ HCIONb3yeT 3arOTOBIEHHBIA  TEKCT,
3aTpyIHSAETCS C OTBETaMHU Ha 3a/1aBaéMbl€ BOIIPOCHI
1 G6amn - B cTpykKrype u O(QOPMIICHHHM TIPE3CHTAIMA HMEIOTCS
3HAYUTEIbHBIE HENOpadOTKH, MaTrepHasl IMpPEJCTaBICH HE MO TEME,
CIUTOIIHBIM TEKCTOM, Majl0 WJUIIOCTPAaTHBHOTO MaTepuaia, CTYAEHT
cnabo BrnajeeT HWH(MOpPMANMEH MO TeMe, MPU OTBETEC HCIIONIB3YeT
3arOTOBJICHHBI TEKCT, HE MOXET OTBE€YaTh Ha IIOCTABJICHHBIC
JIOTIONTHUTENIbHBIE BOIIPOCHI
2. Tema 2. peuieHue 10 10-8 OamioB HauuchsieTcs CTyACHTaM, KOTOpBIE IPAaBHILHO
[IpaBuia KOHTEKCTH BBITIOJTHIJTY 33/T1aHUC
JOKyMEHTHPOBa BIX, 7-5 6annoB — HEMIOJIHOE BBHINIOTHEHUE 3aJaHUs
HUS CUTYyalLuo 4-1 GaJu1 — HENOJIHOE U HETOYHOE BBHIMOJIHEHHE 3adaHUS
YIpaBIEHYECKO | HHBIX
f e TeNbHOCTH | 3al1a4y
(Beimonne
HUE
MPaKTHYIEC
KHX
3aJaHNN)
peuieHue 10 10-8 OamioB HayuchsieTcs CTyACHTaM, KOTOpBIE IPAaBHILHO
KOHTEKCTH BBITIOJTHIJTY 33/ T1aHUC
BIX, 7-5 6annoB — HEMIOJIHOE BBHINIOHEHUE 3aJaHUs
CUTYyalLuo 4-1 GaJu1 — HENOJIHOE U HETOYHOE BBHIMOJIHEHHE 3adaHUS
HHBIX
3aadq
(Beimonne
HUE
MPaKTHYIEC
KHX

3aJTaHMi )




peeHue
KOHTEKCTH
BIX,
CUTYyaluo
HHBIX
3a1a4y
(Brimonne
HUE
MpaKkTHiec
KUX
3aJTaHMi )

10

10-8 ©OamnoB Ha4yHCIAETCA
BBIIOJIHUIIN 3aJaHUE
7-5 0aI0B — HEMOJIHOE BELIITOIHEHUE 3aJaHUS
4-1 6ami — HEMOIHOE ¥ HETOYHOE BBIINOJHEHNE 3a1aHUS

CTYACHTaM, KOTOPLIC IIPAaBUJIBHO

Tema 3.

OpranuzanuoHH

ble,

pacnopaauTeiib

HBIC 1

UHPOPMAIIOHH
O-CIpaBOYHBIE
JOKYMEHTBI

peeHue
KOHTEKCTH
BIX,
CUTYyaluo
HHBIX
3a1a4y
(Beimonne
HUE
MpaKkTuiec
KUX
3aJTaHMi )

10

10-8 0OamnoB HavyHCIAETCA
BBIIOJIHUIIN 3aJaHUE
7-5 0aI0B — HEMOJIHOE BELIITOIHEHUE 3aJaHUs
4-1 6ami — HEMOIHOE ¥ HETOYHOE BBINOJHEHNE 3a1aHUS

CTYACHTaM, KOTOPBIC IIPAaBUIBHO

peleHue
KOHTEKCT
HBIX,
CUTYauuo
HHBIX
3a1a4
(BbimoJH
eHHe
npaKkTuye
CKHMX
3aganmid)(
KOHTPOJIb
HBbIi

cpe3)

10

10-8 ©OamnoB HavyHCIAETCA
BBIIOJIHUIIN 3aJaHUE
7-5 0aI0B — HEMOJIHOE BELIITOIHEHUE 3aJaHUS
4-1 6ami — HEMOIHOE ¥ HETOYHOE BBIINOJHEHNE 3aIaHUS

CTYACHTaM, KOTOPBIC [IIPAaBUJIBHO




Tema 4.
Cucrema
yIpaBICHUS
JIOKYMEHTaMH B
Poccun

IToaroros
Ka
JIOKJIaga

10

VYcTHOE BBHICTYNJIGHHWE aBTOpa MO pesyabraraM Jokiana/pedepara
COCPEJOTOYEHO Ha MNPUHIWIHNAIBHBIX BOMpOCaX, TaKUX Kak:
aKTyaJIbHOCTh TEMBI HCCIICIOBAHUS; METOAOJNIOTHUECKUH amnmapar u
OCHOBHBIE HAy4YHBIC MOIXOAbl (LIKOJBI), 3aHUMABIIHUECS PEIICHHEM
BOIIPOCOB; HOBM3Ha  PabOTHI u OCHOBHBIE BBIBOJIBI,
chopMyIHpPOBaHHBIE B XO€ U3yUEHHS MaTepuaa.

WnpuBuayaneHasl 3aliMTa IMPEAONaraeT PacKphITHE JHYHOCTHOTO
acriekTa aBTopa JAokinana/pedepara B xone pabOThl Hal TEMOM.
Heo6xomumo o00ocHOBaTe BHIOOpP TEMBI M NPHBECTH COOCTBEHHBIE
METOIBl W CHOocoObl paboThl Haa MpoOJIEeMOW, BHIHECEHHOH B
3ariaBue. [IpuBeleHB OpUTMHANBHBIE HAXOIKH, COOCTBEHHBIE
CY)KOCHMs, HWHTEpecHble (akThl W HIEH, IOJYYCHHBIE B XOJC
pa3paboTku Matepuana. B mokmage OomkHAa OBITH  OTpakeHa
JUYHOCTHAs 3HAYMMOCTh TMPOACTaHHOW pabOTBl W  HAMEYEHBI
MEPCIEKTUBEI MPOIOKEHHS MCCIIeIOBAHUSL. BozmoxHBI
Mpe3eHTaINH, Pa3AaTOUYHBIH MaTeprall, CIalasl U T.1.

10-7 0GannoB — CTyAEHT TPaMOTHO BBICTPAWBACT JIOTHKY CBOETO
JOKJIaza o MarepuaiaM pedepara, pacKpbIBaeT TeMy HUCCIIe0BaHUs,
ONUpAsCh HA PE3YyIbTaThl TEOPETHYECKHMX W  SMIUPUYECCKUX
WCCIIEIOBAaHUI TMOCIEAHUX 3-5 JIeT, JeMOHCTPHUPYET OpUTHHAIbHBIC
HaXOAKH B pelIeHMH NpoOieMbl, HAaMEYEHbl MEPCHEKTHUBEI
WCCIICIOBaHUS,  NPOACMOHCTPUPOBAHBI  XOPOLIME  OpaTOPCKUeE
CIOCOOHOCTH,  BBICTYIUIGHHE  CONPOBOXIACTCS  Ipe3eHTanuei
MOJTYYEHHBIX PE3yJbTaToB. | paMOTHBIE OTBETHI HA JOMOJIHUTEIILHBIC
BOTIPOCEHI

6-5 Oanya - CTYOEHT IPaMOTHO BBICTPAaWBAET JIOTHKY CBOETO JOKIana
mo MarepuanaMm pedepara, pacKpblBaeT TEMY HCCIIEIOBaHUS,
ONUPAsCh Ha PE3yJbTaThl TEOPETHYECKUX WM SMIHUPUICCKUX
WCCIICIOBAHUN TOCIEOHUX S5 JIeT, JAEMOHCTPUPYET OTACIbHBIC
OpUTHMHANbHBIE HAaXOAKH B PELICHUH MPOOJIEMbI, MEePCIEKTUBBI
HCCIIEIOBAHUS HaMEYCHBI OT/AEIbHBIMU HITPUXAMH,
MPONEMOHCTPUPOBAHEl  XOPOIIME  OpaTOpCKUE  CHOCOOHOCTH,
BBICTYIUICHHE  COINPOBOXKIACTCA  MpE3eHTAUMed  MOJyuYeHHBIX
pesynbratoB.  [laHbl  TpaMOTHBIE  OTBETHl HA  OTHEIbHBIC
JOTIOJTHUTENIbHBIE BOITPOCHI

4-3 Ganna - JOTHKa BBICTYIUICHHS B OTACIBHBIX MECTaX HApYyILAeTCs,
TeMa WCCIEeNOBaHUS PACKPBIBACTCS, ONHUPAsCh Ha Pe3yJabTaThl
TEOPETUYECKUX HCcCeqoBaHuid mnociaeguux 10 Jer, OTCyTCTBYIOT
OpUTMHANIbHBIE HAaXOAKH B PELICHUH MPOOJIEMbl, MEPCIEKTUBBI
WCCIICIOBAHUSI ~ HAMEYEHBl  MYyHKTUPHO, MPOAEMOHCTPUPOBAHBI
CpeHHE OpaTOPCKHE CIIOCOOHOCTH, BBICTYIUICHHE COMPOBOXKIACTCS
Mpe3eHTaleld TONyYeHHBIX pE3yNbTaToB, OTBETHI Ha BOMPOCH
TpeOyIOT YTOUHECHHUSI.

2 Oamna — TpeACTaBICHHBIE PE3yJbTaTbl B Macce CBOEH He HOBBI,
OTBET MPEACTABISIET COOOH MPOCTOE 3aYUTHIBAHUE TEKCTA, OTACIbHEIE
OTBETHI Ha JIOTIOJIHUTEIILHBIE BOMPOCHI TPEOYIOT YTOUHEHUS

1 Gann - mpeacTaBICHHBIEC PE3YABTAaThHl B Macce CBOCH HE HOBBI, OTBET
npeacTaBisgeT co0oil MPOCTOE 3auWTHIBAHME TEKCTa, CTYACHT HeE
MOXET JIaTh OTBETHI Ha JOIOIHUTEIBHBIE BOIPOCH
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Tema 5.
Opranuzamus
JIOKYMEHTO000p
ora

IToaroros
Ka
AIEKTPOHH
on
Mpe3eHTaI|
3071

10

[IpesenTaruisi MOATOTaBIWMBAcTCS IO OJHOMY M3  BOIIPOCOB
MPaKTHYECKOTO 3aHATUSA. [Ipu BBICTYIUICHHMH C Tpe3cHTaIueH
Heo0X0MMO 0o0paiaTh BHUMaHUE Ha TAKUE MOMCHTHI KakK:

- COIEpKaHUE TMPE3CHTAIMU: AaKTYaIbHOCTh TEMBI, MOJHOTa e¢
PACKpBITUS,, CMEICIIOBOE COJICpXKaHHWE, COOTBETCTBHEC 3asBICHHON
TEMbl COMEPIKAHUIO, COOTBETCTBHE METOIUYCCKUM TPEOOBaHUSAM
(memu. CCBUIKM Ha PECypChl. COOTBETCTBUE COACDXKAHHUS W
JUTEpaTyphl), TpakTHYeCKas  HaNpaBICHHOCTh, COOTBETCTBUC
CoZlepaHMs 3asBICHHOW (opMe, aJCKBAaTHOCTh HCITOIb30BaHUS
TEXHUUYECKHUX CPEJCTB YUYEOHBIM 3aJa4yaM, TOCIEI0BaTeIbHOCTh U
JIOTUYHOCTH TIPE3CHTYEMOTO MaTepuana;

- odopMicHHE Tpe3eHTalMu: 00beM (ONTHUMAIBLHOE KOJIMYECTBO),
Mu3aiiH  (YMTAeMOCTh, HAJUYMe W COOTBETCTBHE TpaduKkd U
aHUMAaIlUY, 3ByKOBOE 0()OpMIICHUE, CTPYKTYPUPOBaHHE UH(POPMAIIHH,
COOTBETCTBHE  3asABICHHBIM  TpPeOOBaHUSAM),  OPUTHHAIBHOCTH
o opMIIeHUS, ICTETHUKA, UCTIOIH30BAHUE BOZMOKHOCTH TPOTPAMMHOMN
Cpelbl, COOTBETCTBUE CTaHIapTaM O(POPMIICHHUS;

- JINYHOCTHBIC Ka4eCTBA: OPATOPCKHUE CIOCOOHOCTU. COONIOACHHE
periaMeHTa, AMOIUOHAILHOCTh, YMEHHE OTBETUTh Ha BOIIPOCHI,
CUCTEMAaTH3UPOBaHHbIC, IIIyOOKHE ¥ TIOJHBIE 3HAHHUA TI0 BCEM
paszaenam mporpaMMmel:

- CONep)KaHUE BBICTYIUICHUS: JIOTHYHOCTh W3JIOKCHUS MarepHaa,
PacKphITHE TEMBI, JOCTYIMHOCTh W3JOXKEHUS, IPPEKTUBHOCTH
npumenenus cpenacte MKT, cmocoObl W ycloBHSI JTOCTHIKEHUS
pe3yabTaTUBHOCTU U 3(HD(HEKTUBHOCTH IS BBITIOJTHEHHS 33134 CBOCH
npoecCHOHALHOW WM Y4eOHOH NesATeNbHOCTH, J0Ka3aTeIbHOCTh
MPUHUMAEMbIX  pEIICHWH, yMEHHE  apryMEHTHpPOBAaTh  CBOM
3aKJIIOYEHHS, BBIBOJBL.

10-7 ©amioB — mpe3eHTAIUs COOTBETCTBYET TEME, CTPYKTypa U
oopMIICHHE OTBEYACT BBINICTICPEUNCICHHBIM TPEOOBAHUSIM, CTYJICHT
CBOOOMHO  BNIAJEET MarepualioM, JEMOHCTPUPYET TIIyOOKue,
CUCTEMAaTHU3UPOBAaHHBIC 3HAHUS, CBOOOMHO OTBEYACT HA BOIPOCHI
WCIIONB3Ys MPO(ECCHOHATLHYIO TEPMHHOIOTHUIO

6-5 0amIoB — TMpPE3CHTAIUs COOTBETCTBYET TEMe, CTPYKTypa H
opopmiieHHE B  OCHOBHOM  OTBEYACT  BBIIICTICPCUNCIICHHBIM
TpeOOBaHUSAM, CTYACHT BIAJCET NPEACTABICHHBIM MAaTepPUAIIOM,
OTBEYAECT Ha 3aJIaHHBIC BOIPOCHI

4-3 OGamma — B CTPYKType W OQOPMIIECHHM MPE3CHTAIUH HMEIOTCS
HeOpabOTKHM, Marepuan TMpPEICTaBICH B  MpE3eHTAllMH  HE
paIoHaIbHO, MAJI0 WLUTFOCTPATHBHOTO Marepuala, CTYIACHT BIaJecT
HEMOJTHOW WH(OpMaNUeld 1Mo TeMe, 3aTPyAHSeTCS C OTBETaMH Ha
3aJlaBacMbIC BOTIPOCHI

2 Oamnma - B CTPYKType W OQOPMIICHUHM MPE3CHTAIlMH WMCIOTCS
HeOpabOTKK, Marepuasl MPEJCTABJICH CIUIOIIHBIM TEKCTOM, Mallo
WJUTIOCTPATUBHOTO MaTepuaia, CTYICHT CIa0o BlaaeeT nHpopMaIluen
Mo TeMe, TMpH OTBETC HWCIOJNB3YeT 3arOTOBICHHBIA  TEKCT,
3aTPYIHACTCS C OTBETaMU Ha 3a/1aBacMbI€ BOIIPOCHI

1 Gamm - B CTpyKType W O(OPMICHHUH TPE3CHTAIUU HMECIOTCS
3HAYUTEIbHBIC HENOPa0OTKH, MarepHall IMPEJCTaBICH HE MO TEMe,
CIUIOIIHBIM TEKCTOM, MaJl0 WJUIIOCTPAaTUBHOTO MaTepuana, CTYISHT
cmabo BrageeT WHGOpPMAIMEH IO TEMe, MPH OTBETE HCIOIB3YET
3arOTOBJIEHHBIM TEKCT, HE MOXKET OTBeYaTh Ha IIOCTaBJIEHHBIE
JIOTIOJTHUTEIIEHBIE BOIIPOCHI
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Tema 6.
XpaHeHue

JAOKYMCHTOB B

OopraHusainuu

peuieHue 10 10-8 OamioB HauucnsieTcs CTyACHTaM, KOTOpBIE IPAaBHIBHO
KOHTEKCTH BBITIOJTHUIIY 331aHNE
BIX, 7-5 6annoB — HEMIOJHOE BBHINIOJHEHUE 3aJaHUs
CUTyaluo 4-1 GaJu1 — HENOJIHOE U HETOYHOE BBHIMOJIHEHHE 3a0aHUS
HHBIX
3a1a4
(Brimonne
HUe
MIpaKTHyeC
KHX
3aJaHNN)
BeicTynu 10 VYcTHOE BBHICTYNJIGHHWE aBTOpa MO pesyabraraM Jokiana/pedepara
eHHE C COCPElOTOYEHO Ha MPUHIUMNMAIBHBIX BOIPOCAaX, TaKUX Kak:
AOKJIAI0M aKTyaJbHOCTh TEMBI HCCJIEIOBAHHSA; METOMOJIOTHYECKUN ammapar H
(KOHTpOI OCHOBHBIE HAay4YHBIC MOIXOAbl (LIKOJBI), 3aHUMABIIUECS PEIICHHEM
bHBII BOIIPOCOB; HOBHM3Ha  PabOTHI u OCHOBHBIE BBIBOJIBI,
cpes) c(hOopMyIHpPOBaHHBIE B XOJ€ U3yUEHHS MaTepuaia.

WnpuBuayansHasl 3aliMTa IMPEAoNaraeT PacKpbITUE JHYHOCTHOTO
acrieKkTa aBTopa JAokiaja/pedepara B xone pabOThl Hal TEMOM.
Heo6xomumo o0ocHOBaTe BHIOOP TEMBI M NPHBECTH COOCTBEHHBIE
METOIBl U CHOcoObl paboThl Haa MpoOJIEeMOW, BHIHECEHHOH B
3ariaBue. [IpuBeleHB OpUTMHANBHBIE HAXOIKH, COOCTBEHHBIE
CY)KOCHHs, HWHTEpecHble (akThl U HJIEH, IOJYYCHHBIE B XOJC
pa3paboTku Matepuana. B mokmage OomKHAa OBITH  OTpakeHa
JUYHOCTHAsl 3HAYMMOCTh TMPOACTaHHOW pabOTBl W  HaMEYEHBI
MEPCIEKTUBEI MPOIOKEHHS UCCIIeIOBAHUSL. Bo3moxHBI
Mpe3eHTAINH, Pa3AaTOuHbIH MaTepuall, cIalsl U T.1.

10-7 GannoB — CTyAEHT TPaMOTHO BBICTPAWBACT JIOTHKY CBOETO
JOKJIaza o MarepuainaM pedepara, pacKpbIBaeT TeMy HUCCIIe0BaHUs,
ONUpAsCh HA pE3YyJIbTaThl TEOPETHYECKHMX ©  SMIHUPUYECKUX
WCCIIEIOBAaHUH TMOCIEAHUX 3-5 JIeT, JeMOHCTPHUPYET OpUTHHAIbHBIC
HaxXOAKH B pelIeHMH NpoOJieMbl, HAaMEYEHbl MEPCHEKTHUBEI
WCCIICIOBaHUS,  TPOACMOHCTPUPOBAHBI  XOPOLIME  OpaTOPCKUE
CIOCOOHOCTH,  BBICTYIUIGHHE  CONPOBOXIACTCS  Ipe3eHTanuei
MOJTYYEHHBIX PE3yJbTaToB. | paMOTHBIE OTBETHI HA JOMOIHUTEIILHBIC
BOTIPOCHI

6-5 Oamya - CTYOEHT IPaMOTHO BBICTPAaWBAET JIOTHKY CBOETO JOKIana
mo MarepuanaMm pedepara, pacKpblBaeT TEMY HCCIIEIOBaHUS,
ONUPAsCh Ha PE3yJbTaThl TEOPETHYECKUX WM SMIHUPUICCKUX
WCCIICIOBAHUN TOCIAEOHUX S5 JIeT, JAEMOHCTPUPYET OTACIbHBIE

OPUTHHAIbHBIC HAXOJAKH B PEIICHUH MPOOJIEMBI, TEPCIEKTUBBI
HCCIICIOBAHUS HaMEUCHBI OTICITbHBIMH HITPUXAMH,
MPOJEMOHCTPUPOBAHBI ~ XOPOIIME  OpParOpCKHe  CIOCOOHOCTH,
BBICTYIUICHUE  CONPOBOXKAAETCS  MpEe3CHTAUeHd  MOIYYCHHBIX
pe3ynbTatoB.  JlaHbBl ~ TpaMOTHBIE  OTBETHI Ha  OTACJIbHBIC

JOTIOJTHUTENILHBIC BOIIPOCHI
4-3 Gayuia - JIOTWKA BBICTYIUICHHS B OTACIBHBIX MECTAaX HapyILIaeTCs,
TEMa WCCICOBaHUS pPACKPBIBACTCs, OIMHUPAsCh HA PE3yIbTaThl
TEOPETHYECKHX HCCICAOBaHUH mocieanux 10 JIeT, OTCyTCTBYIOT
OpPHMTHHAIIBHBIC HAXOAKH B PEIICHUH TPOOJIEMBI, NEPCICKTHBBI
UCCJICIOBAHUS ~ HAMEYEHBbl  IYHKTUPHO,  MPOAEMOHCTPUPOBAHBI
CpeIHHE OpaTOPCKUE CIIOCOOHOCTH, BBICTYILICHHUE CONPOBOXKIACTCS
Npe3eHTalMell MONYyYCHHBIX PEe3yNbTaToOB, OTBETHl HAa BOMPOCHI
TpeOyIOT yTOUHECHHUSI.

2 Oauta — TpPeCTaBICHHBIE PE3yJbTaThl B Macce CBOCH HE HOBBI,
OTBET MPEJCTABISCT COOOH MPOCTOE 3aYNTHIBAHUE TEKCTA, OT/ACIBHBIC
OTBETHI Ha JIOTIOJHUTEIbHBIC BOIPOCKHI TPEOYIOT YTOYHEHHUS

1 Gasut - mpeacTaBlICHHBIC PE3yJIbTaThl B MacCe CBOCH HE HOBBI, OTBET
NpPEICTaBIIeT CO00i TPOCTOE 3aUUTHIBAHHE TEKCTa, CTYACHT HE
MOXKET JaTh OTBETHI Ha JOTIOJHHUTEIBLHBIC BOIIPOCHI
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[IpemuansHbie OaIbl 20 Hammcanue pedepara nmo remaruke Kypca

8. |VHmuBuIyallbHBIC 3aIaHUA, 50 BBINOJIHEHUE 3aJJaHUM 110 KypCy
C TIOMOIIBI0 KOTOPBIX
MOXKHO HaOparh
JIOTIONTHUTENIbHBIE OaIITbI

9. Hroro 3a cemectp 100

HroroBass omeHka mo »Sk3aMeHy BbicTaBisiercs B 100-OammpHON 1IKajge W B TPATUIIMOHHOMN
yeTelpexOauibHO  mikane. IlepeBom 100-0ayuibHONM  pEWTHHTOBOW  OIEHKM IO JUCHHUIUIMHE B
TPATUITMOHHYO Y€THIPEXOALTEHYIO OCYIIECTBISIETCS CISIYIONUM 00pa3oM:

100-6ayuipHasg cucreMa TpanuimonHas cucteMa
85 - 100 6anmoB OTnugyHO
70 - 84 6anmoB Xoporto
50 - 69 Gannos VYIOBIETBOPUTEIBHO
Menee 50 HeynosnerBopurenbHo

4.2 TunoBsie OLIEHOYHBIE CPEACTBA TEKYIIIETO KOHTPOJIS
BricTyniienue ¢ 10KJIa10M

Tema 6. Tema 6. XpaHeHre JOKYMEHTOB B OpraHU3aluu
1 KBanudukanmonnele  TpeOOBaHMA K COTPYIHHKAM CiIy:x0b1 JJOY.
2 HopmupoBanue  Tpyna B JI€JIONPOU3BOJICTBE.
3 Buael HOpM B 1€JIONPOU3BOJCTBE.
4 Pacuer  4HMCIEHHOTO cocTaBa ciyx0s1 JJOV.
5. Bxopsmue 10KyMEHTOIIOTOKH

ITonroroBKka aokjaaaa

Tema 4. Tema 4. CucreMa ynpaBieHus JoKyMeHTamu B Poccun

1 JlokyMeHTHpOBaHUE YIPABICHYECKOHN NEATEITLHOCTH B JJOKYMEHTAITMOHHOE 00CITYy>)KUBAaHHE KaK
IIaBHas oOecreynBaromas (GyHKIHs yIpaBICHUsI.

2 CoOTHOIICHHE MOHATHHA «JOKYMEHTHPOBAHUEY, «IEIOMPOU3BOACTBO, «IOKYMEHTAIIMOHHOE
obecrieueHre yIpaBICHH.

3 3akoHopaareNbHbIE aKThl U MaTepuaisl o JJOVY.

4 PyxoBopsiiue TOKyMEHTHI 110 CTaHAapTU3aLUH.

5 KnaccudukaTtopbl TEXHUKO-3KOHOMHYECKOW W COIMATBHOU HH(OpMAITUH.

6 Meroanuyeckue peKOMEHJAIMK B 00JIaCTH JEONPOM3BOJICTBA U ApXUBHOTO JieNa.

IToaroroBKa 31EKTPOHHOM NPE3eHTALMU

Tema 1. Tema 1. JIoKyMEHT B cucTEME YIIpaBICHUS
1 CumMmBoIIMYECKAas M YCIIOBHASI CUTHAJIU3ALIHS.
2 BO3HUKHOBEHHE MUCHMEHHOCTHU U JOKYMEHTA.

3 M3MeHeHue copepKaHusl MOHATHS «JOKYMEHT» Ha Pa3HbBIX dTanax HCTOPUICCKOTO Pa3BUTHS
oOmiecTBa.

4 CoOTHOIICHHUE MOHATHH «UHMDOPMAITHI) U «TOKYMEHT.
5 Omnpezenenne TOKyMEHTa B 3aKOHAX M CTaHAapTax.




Tema 5. Tema 5. Opranuzanus JOKyMEHTO000pOTa

1. PGFHaMCHTaHI/ISI Tp€6OBaHI/II>'I K COCTaBJICHHIO HOMCHKJIATYPbI ACJI B HOPMATHBHO-MCTOANYCCKUX
JOKYMCHTax

2. DNeKTpOHHBIN oduc

3. ABTOMaTU3UpPOBaHHBIE CUCTEMBI YIIPABIECHUS JOKYMEHTAMHU
4. KaapoBblii 2JIEKTPOHHBIN IOKYMEHTOOOOPOT

5. Byxrantepckuii 3eKTpOHHBIN TOKYMEHTOO00POT

pelleHne KOHTEKCTHBIX, CATYallMOHHBIX 32/1a4  (BbINnoJiHeHNe NPaKTHYeCKUX 3aaHMil)

Tema 2. Tema 2. [IpaBuiia JOKyMEHTHUPOBaHUS YIIPABIEHYECKON AESTEILHOCTH

1. Maiire onpenenenue gpenepanbHOMy HHOOPMAIMOHHOMY (DOHAY TEXHUUYECKUX PETNIAMEHTOB U
crangaptoB. Kakue mokymeHTsl oH BKiIodaeT? B kakoit popme? Kewm cozmaercs dhona?

2. YcTaHOBUTE, KAaKUE JOKHOCTH CITYKallUX, CBA3aHHbBIE C JeT0NMPOon3BoACTBOM BKItoueHbl B OKITJ[TP?
3. YkaxkuTe 1o Kiaccu(ukaTopy MpaBOBbIX aKTOB KO/l yCTaBa MyHHIIMIIATBHOTO 00pa30BaHMUsL.

4. TTo OK®DC (hopm coOCTBEHHOCTH) YCTaHOBHTE KO (hOpMBI COOCTBEHHOCTH [0CyIapCcTBEHHOTO apXHBa
TamOoBckoii 00nacTu.

5. YcTaHOBUTE KO/ OpraHU3aIlMOHHO-TIPABOBOM (JOPMBI @) TOBApHUIIIECTBA COOCTBEHHUKOB XuJibs, 0) OAQO,
B) O0O.

ITonroroska oOmiero OaHka.

IToaroroBka OjaHKa MHUCHMA.

[TonroToBka OylaHKa BHa TOKYMEHTA.

[TonroToBka OraHka CTPYKTYPHOTO TTOAPA3ICTICHHSL.

Nk -

IToaroroska Gi1aHka JOKHOCTHOIO JIUIIA.
[ToaroroBka KOMITJIEKTa OJTAHKOB OpTaHU3AINH

Tema 3. Tema 3. Opranu3zaniMOHHBIC, PACTIOPATUTENbHBIE H HH()OPMAIIMOHHO-CIIPABOYHBIC TOKYMEHTBI
[ToaroroBka npukasa.
ITogroroBka akra.
IlonroroBka nmucbMa.
ITonroroska mpoTokoa.

Nk v -

IlonroroBka HOKJIaJHON 3alIUCKH.
[ToaroroBka KOMIUIEKTa JOKYMEHTOB

Tema 6. Tema 6. XpaHeHHEe JOKYMEHTOB B OpraHU3alu1
1. CocTaBneHue oneporpaMmbl ABHKEHUS BXOJAIIETO TOKYMEHTA
2.CocraBieHue oneporpaMMbl ABMKEHHS UCXOASAIIETO JOKYMEHTA
3. CocrapneHue oneporpaMmbl IBUKEHUSI BHYTPEHHETO JOKYMEHTa
4. Pa3paOoTKa CXeMbI COINIACOBAHUS, BU3UPOBAHUS, TOIMTUCAHUS PA3TUYHBIX BUIOB IOKYMEHTOB
5. Pa3pabotka y4eTHbIX (OpM JOKYMEHTOB

4.3 [IpomexxyTouHast aTTeCTaIMs 110 AUCITUIUIMHE MPOBOIUTCS B hopMe

Tunosbie BONPOCHI
1. IlpaBuna opopmieHHs: PEKBU3UTOB
2. Opranu3aiuoHHbIE JOKYMEHTHI
3. PacniopsiauTenbHble TOKYMEHTBI
4. ndopMalimOHHO-CTIIPABOYHBIC PEKBUZHUTHI
5. JIokyMeHTO000pOT
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6. Perucrpanus 10KyMEHTOB

TunoBble 3agaHus 1Js
1. IToaroroBka o6miero OaHKa OpraHU3aIAH.
2. [MonroToBka OaHka MUChMa OPTraHU3AIINH.
3. [ToaroroBka GraHka mpUKasa.

4.4. llIkana oueHUBaHUS TPOMEKYTOUHOM aTTeCTALMKI

JleckpunTopsl (YpOBHU) — OCHOBHBIC TIPU3HAKH OCBOCHHUS (ITOKA3aTeIn

Ornenka Komnerentuu
TOCTHKEHHMSI pe3ynbTaTa)

COTITHYHOY
(85 - 100 6ammoB)

«XOPOIIIOY
(70 - 84 6amnoB)

«YIOBJIETBOPUTEIHHOY
(50 - 69 6amnoB)

«HEYIOBICTBOPUTEIHLHOY
(menee 50 6amioB)

5. MeTonnueckue ykazaHusi AJsi 00y4al0IIUXCS 110 OCBOCHUIO M CHUILIHHBI (MOYJIS)

5.1 MeTtoandeckue yka3aHus 110 OPTaHU3aIlN CaAMOCTOSTEIBHOM PabO0ThI 00YUYaIOIIUXCSI:

[Ipuctynas K W3yYeHUIO TUCIUIUIMHBI, B MEPBYIO Odepelb OOydaromuMmcsi HEOOXOAMMO O3HAKOMHUTBCS
comepxaHueM paboueii mporpammbl nuctuiuiHabl (PI1[]), xotopas ompexaenser coaepxaHue, o0beMm, a
TaKKe TMOPSAIOK U3YUCHHsI U MTPETIOaBaHus yIeOHOM TUCIUILINHEL, €€ pa3/iena, YacTu.

J171 caMOCTOSATENbHOM paboThl BaKHOE 3HaYEHHE UMEIOT paszeibl «O0beM U collepikaHne AUCIUTITMHBD),
«YuebHo-MeTonyeckoe U HHGOpMAIIMOHHOE 00ecrieyeHre TUCIUIUTUHBD U «MaTepruaabHO-TEXHUYECKOe
o0ecrieuyeHre AUCUUIUIMHBI, POrpaMMHoOe obecrieueHre, npodeccuoHanbHble 0a3bl TaHHBIX U
MH(OPMAIIMOHHBIE CTIPABOYHBIE CUCTEMBI».

B pazmene «O0beM u copepkaHHe AMCHUIUIMHBDY YKa3bIBAIOTCS BCE pas3leibl M TEMbl H3ydaeMoi
JTUCLMIUTMHBL, @ TAK)KE BUJIbI 3aHATHI U TUTAHUPYEMBI 00BEM B aKaJIeMUYECKHX Yacax.

B pasgene «YdeOHo-meTomumueckoe U HH(POpMaLMOHHOE oOecledueHrne AMCHUIUIMHBDY — yKa3aHa
pEeKOMeH1yeMasi OCHOBHAsS U JOTIOJIHUTENbHAS JINTEpaTypa.

B paznmene «MarepuanbHO-TeXHUYECKOE OOeCIeueHue TUCIHUILIMHBL, TMpPOrpaMMHOE oOecreueHue,
npodeccuoHanbHble 0a3bl JTaHHBIX U WH(GOPMAIMOHHBIE CIPAaBOYHBIE CHCTEMBD» COACPKHUTCS IEepeueHb
npodeccuoHanbHbIX 0a3 JaHHBIX U MHQOPMALIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIHUMBIX AJIi OCBOCHHUS
JUCUUIIINHBL.

5.2 PexomeHnanuu o0y4aronumMcs o padore ¢ TEOpeTUYeCKUMU MaTepraiaMy Mo TUCIUIUINHE

[Tpu u3ydeHnn 1 mpopadbOTKe TEOPETUICCKOTO MaTepraia HeoOXOaUMO:

- IPOCMOTPETH €I1I€ pa3 Nnpe3eHTaruo Jekuuu B cuicteMe MOODLe, moBTOpUTh 3aKOHCIIEKTUPOBAHHBIN HA
JIEKIIMOHHOM 3aHSATUM MarepuaJl M JONOJHHUTh €ro C Y4YEeTOM PEKOMEHJIOBAHHOM JOMOIHUTEIbHOU
JIUTEPaTypBhl;

- IPY CAMOCTOSITEIbHOM M3yUYE€HUU TEOPETUYECKOM TEMBbI CIENaTh KOHCIIEKT, UCIIOJIb3Ysl PEKOMEHIOBAHHbBIE
B PI1/] ucrounuku, npodeccuoHalIbHbIE 0a3bl JaHHBIX U HHPOPMAIIMOHHBIC CIIPABOYHBIE CHCTEMBI:

- OTBETUTH HA BOIIPOCHI JJIsi CAMOCTOSATENILHON PabOTHI, 0 TeMe MpecTaBIeHHbIe B myHKTe 3.2 PI1/I.

- TP MIOAATOTOBKE K TEKYILIEMY KOHTPOJIIO UCIIOIb30BaTh MaTepuaibl (poHna oueHouHbix cpeacts (POC).
5.3 Pexomennamuu 1o paboTte ¢ Hay4HOU U y4eOHOM uTepaTypoit

PaGota ¢ OCHOBHOM M JOTOJHUTEIBHOW JIUTEPATYpPOH SIBISICTCS TJIaBHOM (OPMON CaMOCTOSTEIBHOU
paboTel U HeoOXoAMMa MPU TMOATOTOBKE K YCTHOMY OMNPOCY Ha CEMUHApCKUX 3aHATHAX, K Jebaram,
TECTUPOBaHHUIO, dK3aMeHy. OHa BKIIOYAeT NMPOpPabOTKy JIEKIIMOHHOTO Marepuaja U PEKOMEHIOBAaHHBIX
HMCTOYHUKOB U JINTEPATYPHI 10 TEMATUKE JICKLIUN.
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KoHCHeKT JIeKnu JOKEeH coliepKaTh peepaTUBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKIIUH, B TOM YHUCIIE C
ornopoii Ha pa3MmeneHHsle B cucteme MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB M JIMTEPATYphl IO
TeMaM, BBIBOJBI MO KaXAOMY Bompocy. KoHCeKT MOKeT OBITh BBITIOJIHEH B paMKax pacliedyaTKH BbIIa4uH
Npe3eHTAlUi JIEKIUH WM B OTACNIBHOW TeTpaau mo mpeaMery. OH JOKEH OBITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKaTh HE OTHOCALIYIOCS K TeMe UH(POPMAITUIO HITH PUCYHKH.

KoHcnieKkThl HayyHOW JHUTEparypbl NMPU CaMOCTOSATENBHOM IOATOTOBKE K 3aHATHUAM JOJDKHBI CONEPIKaTh
OTBETHl HA KaX/blii TOCTaBICHHBIH B TEME BONPOC, MMETh CCHUIKY Ha HCTOYHHK WH(POpPMALUU C
00s13aTeNbHBIM YKa3aHUEM aBTOpAa, HAa3BaHMS W TOJA HU3AAHUS HCIOJNb3yeMOH HaydyHOW JHMTEpaTyphl.
KoHcniekT MoOXeT ObITh ONOpPHBIM (COAEpXAaTh JUIIb OCHOBHBIC KIIIOUYEBbIC MO3HMIIMHU), HO TPH 3TOM
MO3BOJISIIOIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET OBITh MOAPOOHBIM. OO0bEeM KOHCHEKTa
OIIPENETSAETCS CAMUM CTYIACHTOM.

B nporecce paboThl ¢ OCHOBHOM U JOTIOTHUTEIIBHON JTUTEPATYPOH CTYICHT MOXKET:

- JCJIaTb 3alluCu IO XOAYy UYTCHUA B BHUAC MPOCTOr0 WJIMW PAa3BCPHYTOIro IlJIaHA (COB,Z[aBaTI: MNEpCUCHb
OCHOBHBLIX BOITPOCOB, PACCMOTPCHHLBIX B I/ICTOLIHI/IKG);

- COCTaBJATH Te3HUCHl (LMTHpOBaHHE HauOoJee BAKHBIX MECT CTaTbu MJIM MOHOTpaduu, KOpPOTKOE
U3JI0KEHUE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 000011eHe OCHOBHBIX BOIIPOCOB PadOTHI);
- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).
5.4. PexoMeHaIMy 1O OATOTOBKE K OTACIBHBIM 3a/IaHUSIM TEKYIETO KOHTPOJIS

CobecenoBanue MpennoyaraeT OpraHu3aluio Oecelnpl MpernoAaBareist cO CTyAEHTaMH 10 BOIpPOcam
MPAKTHYECKOTO 3aHATUS C LETbi0 Oojiee OOCTOATEIHHOTO BBISBICHHUS UX 3HAHUN MO OINpeneIeHHOMY
pasgeny, Teme, mpobieme U T.I. Bce wieHbl Ipynmbl MOTYT Y4acTBOBaTh B OOCYXKIEHUU, J00aBIATH
nH(pOpMaIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI U T.1.

YCTHBIE OMpOC MOXKET TMPUMEHATHCS B pasaudHbIX (Qopmax: (QpoHTaIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHBIA. OCHOBHBIE KaUY€CTBA YCTHOTO OTBETA MOJIJIEKAIIETO OI[CHKE:

- IPaBUJIBHOCTB OTBETA IO CONEPIKAHHUIO;

- IOJTHOTA U TIIyOnHa OTBETA;

- CO3HATEJIBHOCTh OTBETA;

- JIOTMIKA U3JI0KEHUsI MaTepuaa;

- PallMOHAIILHOCTD MCIIOJIb30BAHHBIX IIPUEMOB U CIIOCOOOB PELIEHHs OCTAaBICHHON yueOHOil 3a1auy;

- CBOEBPEMEHHOCTh M 3((EKTUBHOCTH MCIOIB30BAHUS HATNISAIHBIX MOCOOMNA M TEXHUYECKUX CPEICTB IPH
OTBETE;

- HCIIOJIb30BaHUE JOIIOJHUTEIBHOIO MaTepUaa;

- PallMOHAJILHOCTb HUCIIOJIB30BaHUS BPEMEHH, OTBEJCHHOIO Ha 3a/laHNE.

VYCTHBIM OIIPOC MOXKET CONPOBOXKAATHCS IMPE3ECHTALUEH, KOTOpas IMOATOTaBIMBAECTCA IO OAHOMY U3
BOIPOCOB MPAKTHYECKOTO 3aHATUS. [Ipy BRICTYIUIEHHH ¢ Mpe3eHTalnueid HeoOXoauMo oOpamarb BHUIMaHUE
HAa TaKME€ MOMEHTBHI KaK:

- colep)KaHUE MPE3CHTAllUN: AKTYaJIbHOCTh TEMbI, MOJHOTA €€ PACKPBITHS, CMBICIOBOE COACpIKaHUE,
COOTBETCTBHE 3asBICHHOW TEMBI COJIEPIKAHHUIO, COOTBETCTBHE METOAMYECKUM TPEOOBaHUSIM (IIETTH. CCHUTKH
Ha PECypChl. COOTBETCTBHUE CONEP)KAHHS M JIUTEPATYphl), MPAKTHUECKasT HANPaBIECHHOCTh, COOTBETCTBHE
coziepKaHus 3asiBICHHON (opMe, aJeKBaTHOCTh UCIIOJIb30BaHHS TEXHHUECKUX CPEICTB yUEOHBIM 3a1adam,
MOCIIEIOBATEIIEHOCTD U JIOTHYHOCTh MPE3CHTYEMOTO Marepuara,

- odopMiieHHE Mpe3eHTAlMU: O00bheM (ONMTHUMATbHOE KOJWYECTBO), AW3alH (YUTAEMOCTh, HAJIMYHE U
COOTBETCTBHE TpapUKd W aHWMAIMH, 3BYKOBOE OQOpMIICHHE, CTPYKTYpHpPOBaHUE WH(POPMAIUH,
COOTBETCTBHE 3asBJICHHBIM TpPEOOBAaHUSIM), OPHUTHHAIBHOCTH O(GOPMIICHHS, ACTETHKA, HCIIOIIb30BaHHE
BO3MO)XHOCTH ITPOTPAMMHO# CpeJIbl, COOTBETCTBHE CTaHIapTaM 0(hOpMIICHUS;

- JUYHOCTHBIC Ka4€CTBa: OPaTOPCKUC CIIOCOOHOCTH. CO6J'IIOI[€HI/IC periiaMEeHTa, SMOIMOHAJIBHOCTh, YMCHUC
OTBETUTH HAa BOIIPOCHI, CHCTCMAaTU3NPOBAHHLIC, FJ'I}’60KI/I6 1 IIOJIHBIC 3HAHUA 110 BCEM pasgcjiaM IIporpaMMBbl:
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- CoJepXaHWE BBICTYIUICHHUS: JIOTUYHOCTh W3JIOKCHHUS Marepualia, PacKpbITUE TEMBI, JOCTYIHOCTh
u3noxkeHus, dPpdexTuBHOCT npuMeHeHust cpeactB WKT, cmocoObl ©u  yClIOBHS — JTOCTHIKCHHUS
PE3yABTaTUBHOCTH M IPGEKTUBHOCTH IJIsS BBIOTHEHUS 3a/ad cBOed MpodeccHoHaTbHOW WU y4eOHOU
JEeSATeNbHOCTH, JOKAa3aTeIbHOCTh MPUHUMAEMBIX PEIICHUHN, YMEHHE apryMEHTHPOBATh CBOM 3aKIIIOYCHUS,
BBIBOJIBI.

6. YueOHO-MeTONM4YecKoe M HHPOPMALMOHHOE o0ecieyeHre JUCHMIITTHHbI

6.1 OcHoBHas UTEpaTYypa:

1. Topaykanosa [.®., 3axapuyk T.B., IlnemkeBuu E.A. JloxymentoBenenue : yueOHUK. - CIIO.:
[Tpodeccus, 2013

2. Mengenesa O.B. OdopmiieHrne opraHM3aliMOHHO-PACTIOPSANTEIBHBIX JOKYMEHTOB : JIEKIHs. - TaMOO0B:
[buznec-Hayka-O6mecTBo], 2011. - 52 c.

3. Hoponuna JI. A., Banosa JI. A., KapneiueBa E. B., [Tmienko A. B., Pacuxuna JI. @. [fJokymeHToBeieHrE
: YUeOHHK U TIPaKTUKYM JUISL BY30B. - Tiep. U Jom; 2-€ u3fd.. - Mocksa: FOpaiit, 2021. - 309 c. - Tekcr :
snextpouHsiii // DBC «FOPAWTY [caiit]. - URL: https://urait.ru/bcode/468838

4. Aoynanze JI. I., Bempsokkuna U. b., MacnoBa B. M. JlokymeHTalimoHHOE OOCCIIEUCHHE YITPABICHUS
MEPCOHAJIOM : YUeOHUK U MPAKTHKYM IS BY30B. - TIep. U JOIT; 2-¢ u3M.. - Mocksa: IOpaiit, 2021. - 370 c. -
Texcr : snekrponusiii // DBC «IOPAWT» [caiit]. - URL: https://urait.ru/bcode/477699

5. Tl'anuesa H.B., I'anues XK.K. JlokymenTannonHoe obecrneuenne ynpapneHus. - Mocksa: MUCuC, 2021. -
188 c. - Tekcr : anmexrponHsi // OBC «KoHcynmpranT cTyneHta By3a u MeaBy3a [calT]. - URL:
https://www.studentlibrary.ru/book/ISBN9785907227507 .html

6. Cemxo, 1. A., Antyxosa, JI. A. OcHOBBI AeTONPOU3BOJICTBA : yueOHOEe TocobOue. - Bech cpok oxpaHbI
aBTopckoro mpasa; OcHOBBI nenonpousBojacTBa. - CraBpononb: Cekoits, 2018. - 119 c. - Teker :
anekTpoHHbii // [IPR BOOKS [caiit]. - URL: http://www.iprbookshop.ru/92992 html

7. lysanosa H. H., IBanosa A. FO. OcHOBBI 1€7101POU3BO/CTBA. SI3bIK CITy>KeOHOTO JOKyMEHTa : Y4eOHUK

U TIPAaKTUKYM ISl BY30B. - IIep. U Aom; 2-¢ u3l.. - Mocksa: FOpaiit, 2022. - 428 c. - Tekct : 3neKTpoHHbIH //
OBbC «IOPAUT» [caiiT]. - URL: https://urait.ru/bcode/487706

6.2 JlononHUTENbHAS JIUTEPATYpA!

1. Kopnees 1.K., [Tienko A.B., Mamrypues B.A. Ynpasnenue nokymenTamu : yueOHuk. - M.: UHOPA-M,
2012.-299 c.

2. KynsieB, H. H., Ypanos, JI. H., ®abpuunoB, A. I. [lokymeHTtoBenenue : ydeOHuk. - 2023-04-20;
JlokymenToBeznenue. - Mockasa: Jloroc, 2015. - 352 c. - URL: https://www.iprbookshop.ru/70692.html

3. ApacnanoBa, B. A. JlokyMeHTallMOHHOE OOECIIeYeHHE yNpaBlIeHUs : y4eOHO-IIpaKTH4YecKoe mocodue B
cxemax, Tabnunax, obpasmax. - 2025-03-25; JlokymeHTaunOHHOEe oOecriedeHue ympasieHus. - Cypryr:

CypryTckuii rocyapCTBEHHBIN negarorndeckuii yausepeutet, 2019. - 240 c. - Teker : anexktponHsiii / IPR
BOOKS [caiit]. - URL: http://www.iprbookshop.ru/94291.html

6.3 VlHble HICTOUHUKMU:
1. bubnuorexa 'OCToB - www.vsegost.com
2. ITopran «Apxussl Poccuny» http://www.rusarchives.ru - http://www.rusarchives.ru

7. MaTepuaibHO-TeXHHYECKOe o0ecnedeHue M CHUIIMHBI, IPOrPpaMMHOe odecreveHne,
npodeccuoHaIbHbIe 0a3bI JAHHBIX U HHPOPMAIIMOHHBIE CTIPABOYHbIE CHCTEMbI

Jlis  mpoBeneHUs 3aHATHA TO TUCIHUIUIMHE HEOOXOMUMO CIIeAYIoIIee MaTepualbHO-TEXHUIECKOe
obecriedyeHre: ydeOHbIE ayqUTOPHM [Jis TPOBEICHUS 3aHITHIA JIGKIIMOHHOTO M CEMHUHAPCKOTO THIIA,
IPYNIOBBIX W WHIWBHUIYaJIbHBIX KOHCYJIBTALUWA, TEKYHIEr0 KOHTPOJII M TMPOMEXYTOUYHOM arrecTaiuw,
MTOMETIEHUS JITISl CAMOCTOSITENIEHOW PabOTHI.

Y4eOHbIe ayTUTOPUH U MIOMEIIEHUS JJIsi CAMOCTOSTENIbHON paOOThl YKOMIUIEKTOBAHBI CIICITUATA3HPOBAHHON
MeOeIbI0 U TEXHUYECKUMHU CPEJICTBAMU OOYUCHHSI, CITYXKAIIUMHU IS IPEACTABICHUS Y4eOHO! HHpOopMaIiu
OO0JIBIION ayTUTOPHH.
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[TomerieHus U1t CaMOCTOSATENILHONW paOOThl YKOMIUIEKTOBAHBI KOMITBIOTEPHON TEXHUKOH C BO3MOXKHOCTBIO
MTOAKITFOYEHHUS K ceTh "Unrepuet" 51 obecrieueHneM JIOCTyIa B AIIEKTPOHHYO
MH(POPMALIMOHHO-00pa30BaTEIbHYIO CPEAy YHUBEPCUTETA.

Jlist mpoBeeHNs 3aHATHI JICKIIMOHHOTO THITA UCTIONB3YIOTCS HA0OPBI IEMOHCTPAIIHOHHOTO 000PYI0BaHUS,
o0ecreunBaIIfe TeMaTHYECKUE WILTIOCTpAUd (ITPOEKTOP, HOYTOYK, SKpaH/ MHTEPAKTUBHAS JTIOCKA).

JIuneH3noHHOE U CBOOOIHO pacHpOCTpaHsIeMOe MPOrpaMMHOE 00ecTiedYeHHE:
Microsoft Office [Ipodeccuonanbusiii moc 2007

Kaspersky Endpoint Security ans OusHeca - Cranmaptasiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

Onepanuonnas cucrema Microsoft Windows 10

ITpodeccronanbhblie 6a3bl JaHHBIX U UHPOPMAITMOHHBIE CIIPABOYHBIE CUCTEMBI:

1. Poccuiickast rocynapctBeHHas onommoreka. — URL: https://www.rsl.ru

2. Poccuiickas HanmoHanbHas 6ubnuoreka. — URL: http://nlr.ru

3. [Ipesunentckas 6udnuorexa umenu b.H. Expiiuna. — URL: https://www.prlib.ru

4. CripaBounas npasoBas cucrema "Koncynsrant mitoc”. — URL: http://www.consultant.ru

5.  VYuuBepcurerckas OuOnuoreka  OHJAMH:  3JeKTpOHHO-OMOnmoreunas  cucrema. —  URL:
https://biblioclub.ru

6. ObC «YHuBepcurerckas oubiamoreka onnaita» . — URL: http://www.biblioclub.ru
7. FOpaiiT: anexTponHOo-OnbOnHoTeunas cucrema. — URL: https://urait.ru

8. OBC «KOHCYnbTaHT cTyAeHTa»: KoJIeKUuu: MenunuHa. 3npaBooxpaHeHue. ['ymaHuTapHbple HayKd . —
URL: https://www.studentlibrary.ru

9. Indposoii obpazoBarensHbI pecypc IPR SMART. — URL: http://www.iprbookshop.ru

10. Koncynwsrant ctymeHta. ['ymMaHuTapHble HayKH: OSIIEKTpOHHO-OMOmmoreunas cucrtema. — URL:
https://www.studentlibrary.ru

11. Hayunas snexkrponnas oubnanoreka eLIBRARY.ru. — URL: https://elibrary.ru

JJIeKTPOHHasi HH(POPMALIMOHHO-00pa30BaTe/IbHAsA Cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz

B3aumoneiicTBue mpenopaBaTenss M CTy[JEHTa B Ipolecce OOy4eHHUs OCYLIECTBISETCS MOCPEICTBOM
MYJIBTUMEUMHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHHUKAIIMOHHBIX TEXHOJOTHUH, HUCHOIb3YEMBIX B
ANIEKTPOHHOH MH(OPMAIIMOHHO-00pA30BATEILHON CPEe YHUBEPCUTETA.



